State of Rhode Island
Department of Administration

INTER-OFFICE MEMORANDUM

Office of Accounts and Control

TO: Chief Financial Officers DATE: April 24, 2003
State Departments and Agencies

FROM: Lawrence C. Franklin, Jr., State Controller

SUBJECT: “How To” Memos from Purchasing

Attached please find three memo’s related to Purchasing Procedures.
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"HOW TO" CLOSE A BLANKET PURCHASE ORDER RELEASE

Open Market Purchase Orders and Blanket Purchase Order Releases encumber funds. On a Release you can
encumber any amount up to the Control Value set in the Blanket Master. You can increase or reduce encumbered
funds by creating change orders. When you increase or reduce a release, the ability to create additional releases is
affected. Increasing a release reduces the amount of funds available for future releases or increasing change
orders. Reducing a release makes more funds available for future releases or encumbrances. At the end of each
fiscal year, blanket releases with prior fiscal year accounts must be closed and new releases created using the new
fiscal year accounts. It is important that when releases are closed that the unused balance of the PO release be
made available. However, remember, once a PO has been closed you can no longer make payments or post
receipts, so be careful.

1. If you want to look at Blanket Masters you click on the "Contracts/Blankets" Tab. NOTE: Entering a major
status of 3PS ("sent") will retrieve only active blankets.
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2. In the sample below, the Contols for grants to the Town of Jamestown are a blanket period end date of
6/30/2006 and a maximum expenditure level (Control Value, Blanket Dollar Limit). The "blanket dollar to
date" field is the total of all releases made against the Blanket Master. In this instance, the agency can create
additional releases for up to an additional $2,242,750 between now and June 30, 2006. If the purchase orders
are closed through the final pay process, the encumbrance would be offset by a "z" transaction. However, it
would not reduce the amount in the "dollar to date" field. To assure that unspent release encumbrances
reduce the amount in this field, the User should close the Release using the procedure below.
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4.

Find the PO or a series of POs through the Document Locator Screen. In the sample below, the criteria will
limit the documents "found" to "blanket" type purchase orders in location 72A with a PO number containing
"72A, in "partial receipt” status. NOTE: By entering a major status on the Document Locator screen like
"partial receipt" or "complete receipt” you will avoid retrieving documents which have already been closed or
cancelled. By entering the location prefix of the PO number ("72A") all MPA (68M) releases will be
excluded from the search. If you want to look only at MPA releases enter "68M" in the PO number field.
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In the sample there are two releases for "Jamestown" in partial receipt. Open the document by double-
clicking on the document number. Click on the PO Header Status field drop down list and select "closed."
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6.

The Header status will change to "closed" and a message will appear asking if you want to see the invoices

for this PO.

uySpeed

—
File Edit Topicz Utlites Wiew ‘window Help

9|7 | 38 =) S| S| S - (=]

- - & .- a . 2 -9 ¥
Mew Req Open Freq Reporting In-Biox TextProcess  Spstem Stat  Help Topics Exit
B B &8 W - B B O B o E 4 B @ 5 Ky
Fave Print aber Print Sec Size List Editar Fhow ltemz Locate!Copy Status PHG Inf. Guate Cut Copy Paste Clear Felect All Une
B (BLANKET) Document Manager (PD - 72A00246354-1] =] E3
Purchase RIDE MAIH OFFICE
e 255 WESTMINSTER ST, 6TH FLOOR
PO Hbr: [F2A00246354 1 PROVIDEHCE ] 02903
Description: STATE AID 03 JAMEST OWH u| I
Department: [ELEMENTARY AND SECONDARY EDUC] [ Ed ¢ } - »
Fiscal Year: 03 - _— ‘Wendar
q Invoices Mendo
Purchaser: (CHRISTY, HELEH |L|
Actual Cost: $653,940.00
Yendor: 002650 @ ‘wiould vou like to see the invoices for this PO?
!l 9/| PAMESTOWH TOWH OF
Mo |
0.00]EA 1.00 F0.00
17 605.00E& 1.00 $17,608.00 _}_
41 ,289.00 E& 1.00 $41,239.00) p
17,234 .00 E& 1.00 $17,234.00 _}_ ol
?.DDDDDS CHARTER SCHOOL 1,874.00E& 1.00 1 ,8?4.00_}_ ol
B.DDDDDS FULL D&Y K STATE 18,501 .00 E& 1.00 18,501 .DD_}_ ol
Total kems ~
General | Items | Address | Motes | Fiouting | Accounting | Chg Order [1] | Control | Cuistom m_
|Ready [F2kMC000 [T Mzgls)  [D& [buw new 817 |72a

iaﬁlalll“ I“_;ﬂ @ ﬁ

R || wrMcosoiw.. | BENescane || <Buyspee.. ||[NBISY BB P m 55 D 717PM

If you click the "yes" button the, a message will appear telling you the original encumbrance value of the PO
and how much will be disencumbered if you close it.
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7. If you click on the "yes" button, a message will appear asking if you want an email notification sent to the
document originator regarding the change in status of the document. Click on "NO."
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8. At this point you can review the "Customer Invoice Inquiry" Report and print it (click on print button below
the report) if you wish. If ALL of the invoices are in either "Cancelled" (4IC) OR "Paid" (4IP) status, you
will be able to proceed with closing the document. Click on the "close" button below the report. The system
will bring you to the top of the "Change Order" screen. If there have been previous change orders you will be
at the first one. In the sample there is a change order number "1" in the CO (change order) Number field and
it was for adding data item "14" print sequence item "18." Scroll down until you see the first blank CO

number field.
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9. The system has not yet created the PO Close change order. It is giving you time to review the changes for all
line items before you save the document. The "notes" field contains the automatically generated change order
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description. If you cannot see the whole description, click into the "notes" field and you will be able to scroll
up or down to review the wording. NOTE: The system creates a change order which explains that there was
an automatic change order generated and what the changes were. Review all of the line item changes before
you save because once you save there is no way to reverse the process. If you decide not to proceed, exit the
document and, when you get a message asking if you want to save click on "NO." Your changes will not be

saved and the document will revert to its previous status.
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10. Once you are satisfied, click the "save" icon on the toolbar. The Change Order tab will show a new change
order number. In the sample this changes from 1 to 2. The system will bring you to the first change order. If
you scroll down you will see that the automatic change orders now have a change order number in the CO

Number field.
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11. If you click on the PO tab, you will see that all of the line item statuses have been changed to "CO" (closed)
and the amount of the PO has been reduced from $653,940 to $249,666.16.
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12. If you review the Accounting Transactions for the PO, you will see that the remaining encumbrances have
been reversed and $0 balances posted for the line items.
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13. If you look at the Blanket Master you will see that the Blanket Dollar to Date field has been updated to reflect
the auto close change order reduction. The User can now create new releases or change orders for
$2,647,023.85 instead of $2,242,750.
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NOTE: If all invoices have either been paid (41P) or cancelled (4IC), the system will allow the PO to close. If
there are any unpaid invoices in either 411, 4IR, 4IA or 4IRT status, you will not be able to close the PO until all
invoices in process have been paid. If there are any uninvoiced receipts the system will not allow the PO to close.
You must make sure that all receipts are invoiced and all invoices are paid. The system will advise when there are

unpaid receipts.

14. If there are uninvoiced receipts, when you try to close a document, you will get the following message:

s ] ] ) =

File Edt Iopics Utlities Wiew Window Help
H-El-i.wvm-.ﬂvo 4 |

B™ Customer Inquiry |E|| X

w
AN212003 STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS  Page1of1 b
Customer Inquiry EZ'
Department: ELEMENTARY AND SECONDARY EDUCATION
7 Invoices Totalling: $91,237.71 and total PO $'s Remaining: $312,072.28
AN ESTEWHTOWH]fp Palllal Receipts (Invoice Emor)
PO Humber /Release ck Bank I
T2A0024635412 Purchase order: 72400246354, including change orders, is only partially received. ltem g [ili} e
T2A0024635412 14.0000 is either missing an invoice or has zero invoice extended amount. The purchase q o0z
order cannot be closed
T2A00246354/2 9 002
T2A00246354/2 9 002
T2A0024635412 9 002
T2A0024635472 T OO i T o0z
T2A00246354/2 30508201C 09/09/2002 349336 4P 814333 002
PO §'s Remaining: $312,072.28 $91,237.71
=
Print | Close |
General | ltems | Address | Moies | Routing | Accounfing | ChgOrder | Cantial | Custom W
[F2KMC000 [1 Msalsl DA Jbuy new 817 [7aa

|Current header status

stan|| <17 @ FE R E || iy Mions. | BlNetea | <Buse. [[=custo.. |[NBSJ BB LS m 55 Do 7azru

15. You can jump to the Invoice Entry Screen by hitting Ctrl E on the keyboard. Enter the PO and Release

number.
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=Buy5peed 5 |W|x||&|@|
File Edit Topics Utlities “iew ‘wWindow Help
El _H & @8 @@ 5 2 J§
Mew Fieq Open Regq Reporting In-Biox TextProcess  System Stat  Help Topics Exit
H = B = a v B’ 32 4 M 3 kB 0
Save Print Cut Copy Paste Clear Select All Undo FirstPage Prior Page  MextPage  LastPage Clase
B Invoice Entry [_ (O] x|
ﬁHeader | | | Mewwy Invoice: | Look-Up Invoice
Invoice Hbr: I Handling Code: [}
Cancel | Invoice Status: |nvoice In Progress Payment Terms: |
[£]| Invoice ! Eff Date: 54.” 22003 541122003 Payment Discount: 0% | Supervisor Attention I—
Invoice Type: E sway matching Paid - Bank/Check: |
Invoice Amt: | 000 How |Payrnent Date: [ 5102003 Requires Dept. Approval: [+
Quick Pay: l- Final Pay All: I- Dept. Approval I Date: | Uszer ID: |
L2 @] p.o. iRet br: 2200245354 B P.0. Description: |
P.0. Amount: | G STEEY Click Here to Add / Edit or View
Remaining To Invoice: | $31207228 Retainage, Misc Charges or Freight
Buyer: EBHPCDDD
Vend : 002650 Add Grp: 02
Entered By: [f2KMc0n Humber: ress&pips
Federal 1D: 558000202 Short Hame: [JAMESTOWY TOYR
Updated By: FQKMCDDD
Entered Dat Vendor Hame: [JAMESTOWN TOWN OF
ere e: 40202003 B
[TREASURER, TOWH HALL
* . more...
Updated Date: ﬁqn 212003 Mﬂg BOX 377 —I
HAMESTOWN RI 02835
Remit Text:
[72kMC000 [1 Mzals]  [DA [buy new 8.1.7 [72a.

|Ready

iﬂmalll“ @ FS R E |J WMicrosoftW...l % Netscape

16.

|[[~<BuySpee... |[NBISY B2 m =5 Bus s04PM

Remember that you can always check the status of all other invoices for a PO by clicking on the "television

screen” to the left of the PO number. In this example, all invoices are in paid status. You can enter the

invoice now or later.

2|7 58| =] S | By G- [8 1]

File Edit Topicz Utilities Yiew Window Help

B a8 B B8 + B s 3
e

412/2003

PO Humber / Release
T2A0024635412
T2A00246354,2
T2A00246354,2
T2A002463554,2
T2A002463554,2
T2A0024632412
T2AN024635412

STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS

Page 10f1

Customer Inquiry

PO Status PO Date

3PPR 090252002 40330999

PO §'s Remaining: $312,072.26

PO Amount Invoice Humber

Department: ELEMENTARY AND SECONDARY EDUCATION
7 Invoices Totalling: $91,237.71 and total PO $'s Remaining: $312,072.28

JAMESTOWN TOWN OF

InvDate  Inuoice Amt Status Check
205062018 09,08,2002 89682 4P 814339
205102018 09,09,2002 270523 4P 814339
20513201C 08,08/2002 1519655 4P 814339
20516201C 08,08/2002 2639392 4P §14339
20529201C 09,0852002 193060 4P 14339
30505201C 03,0852002 40601 23 4P 514339
30508201C 03,08,2002 349336 4P 814339

$91,237.71

=] E3

Bank ID
ooz
ooz
ooz
ooz
o0z
o0z
ooz

Print |

fter filing in the header Info in order to build invoi

ine Info.

Close |

b

Remit Text: |

|Ready

[72KME000 1 Meals)

D& Jbuy rew 817

[r2

iﬂSlall”J a2 @ B R ER H ¥ Micros... | ﬁNetsca...l == BuySp... ||=<[:usln,,, |®@-§£ﬁ)ﬁﬂ Lo T
17. When you have entered the invoice, click on the Lines Tab. There will be a value greater than $0 in the
"Permit to Pay" field. (See last line in sample.) That means that a receipt has been recorded. If all other
invoices are either in paid or cancelled status the Permit to Pay amount should be the correct payment
amount. If you are not sure that the amount due is equal to the permit to pay amount, check your hard copy
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invoices and/or the PO receipts. If you are sure the permit to pay amount is correct, enter the permit to pay
amount in the invoice amount field and check the pay item box. If the receipts have been incorrectly recorded
they may be corrected.

el jug A (i N [eV]jEa] el

File Edit Topics Utltes View Window Help

= - F a6 - B o
Hew Fieq Open Fieq Reporting In-Biox TextProcess  System$tat  HelpTopics  Exit
B E 3 " v K 9 4 4 » Gl
Save Frine = Copy Faste Clewr  Selectll  Undo  FirstFage FriorPage NemtPage lastPage  Close
B Invoice Entry for [DEMOCLOSEZ2) [ O]
# Header  =Lines | @ accaurting | B Motes | Mew Invoice | Look-Ug Invoice |
Pay Pay Final Special ;I
em POOty. Recv.Oty. Previnuc$.  PermittoPay  Invc. Amt. % ttem 1099 Pay Hand Project I
[ s sasr [ sast [ 1515655 oo | 0.00 | O i I |
[ & =ams [ 39 [ ;3502 oo | 0.00 | O (i I
[ 7 sszm: | Gl )| oo | 0.00 | O (i I
[ s 2o | Tt | 1 990 60 | oo | 0.00 | O i I
e[ s | o 0o | om0 | CETI S i ) I
J "0 | o o 000 | 000 | CETI S i ) I
[ [ e2z2ss [ et [ aoson 23] oo | 0.00 | O (i I
[ 12 [ t1gg0e | Gl oo oo | 0.00 | O (i I
[ zam: | 349 | 349336 | oo | 0.00 | O (i I
1 [ g | 500 | oo 500.00 | 0.00 | O i I |
— - - - Total Invoice Payment: $0.00

Set all Invoice items to (Pay ltem and Invoice Amount = Permit to Pay) Freigft / Handing Mise Gost: $0.00
< | ol

|Ready [F2kMCo00 |1 Msals)  [DA [buy new 817 |74

EaSlalll J @ m a ﬁ K % J WMi:rUsUftW..I %Nelscape II#BuySpee___ |®<ﬂ§§£ﬁyﬂ L T 09FPM

18. You will not be able to complete the PO Close process on this PO until the invoice is in paid status. If you try
you will get the following message:

= BuySpeed el PSR NS SETES
File Edit Topics Utilities “iew ‘wWindow Help

E H & 8 . B & %

New Req Open Req Reporting In-Box TextProcess  SpstemStat  HelpTopics  Exit

H 2 ¢ - B = s = 2 -2 R 5

Fave Print  sber Print Sec  Size List Editor  Showltems Locate!Copy  Statuz PHG Inf. ot Cut Copy Pasts Clear Seleck All Unc

MKET] Document Manager [PO - 72A00246354-2) = [=]E3

Purchase
Order

RIDE MAIN OFFICE
255 WESTMINSTER ST, 6TH FLOOR
PO Hbr: F2A00246354 PROVIDEHNCE Rl 02903
iption: [GRAHTS 03 JAMESTOWH
Description: ) e
Department: [ELEMENTARY AND SECONDARY EDUC|~ () | tl
Fiscal Year: 13 . . — L
O s AT| Pending Invoices [Condition #4) [ <]
: s

Actual Cost: [§403,309.99 = .
i @ There are invoices for this purchase arder which must be paid or canceled before you can

Vendor: J02680 p > i -
—_— ?
ARaEST cloze it. wWould you like to see the invoices for thiz PO?

42,099.00EA 1.00 $42,099.00 _L ol
2,705.23EA 1.00] 2,705 23_)_ a :J
2 486 00[EA 1.00] 52,466 00 p ]
15,156.595EA 1.00 $15,1568.55) p o
54,014 95 EA 1.00 $54,014.95 _}_ ol
83.000003 TITLE | EDUCATE 85,336.00EA 1.00 $85,33B.UU_}_ ol
Total Hems

General | Iterns | Address | Motes | Routing | Accounting | Chg Order | Contral | Custom  REA=M TR

|Feady [F2KMC000 1 Msgls]  [DA [buy new 817 [724

stan || 50 A @ B3 R B || B Mioosotw.. | fHetsoape  |[<BuySpes... ||[NBHE BRER 2 m 55 Bus 817p

19. The Customer Inquiry Report will show the status of all invoices. In the sample there is one in Initiated
Status. Until that invoice is in paid status you will not be able to close the PO.
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File Edit Topics Utlities “iew Window Help

(B ® o s e S
| T, [ |
4122003 STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS  Page1of1 = A

Customer Inquiry

JAMESTOWN TOWN OF

Department: ELEMENTARY AND SECONDARY EDUCATION
8 Invoices Totalling: $91,737.71 and total PO $'s Remaining: $311,572.28

PO Humber /Release PO Status PO Date PO Amount Invoice Humber Inv Date  Invoice Amt Status Check Bank ID
T2A00246594,2 3PPR 080272002 403,309.99 203062018 090872002 §96.62 4P 514339 ooz
T2A00245554,2 203102018 090972002 270523 4P 514339 ooz
T2A002463554,2 20313201C 090972002 1515695 4P 514339 ooz
T2A0024635412 20516201C 090972002 26,393.92 4P 514339 ooz
T2A0024635412 20529201C 090972002 199060 4P 814339 ooz
T2A00246354,2 30505201C 09/09,/2002 4060123 4P 514339 ooz
T2A00246354,2 30508201C 09/09/2002 349336 4P 514339 002
T200024635402 DEMOCLOSER 04/ 202003 S00.00 41 0o
PO $'s Remaining: $311,572.28 $91,737.11
=
Print | Close |
General | Itemsz | Address | Motes | Routing | Accounting | Chg Order | Contral | Custamn «é,’ P 0.
|Currert header status [F2kMC000 1 Megls] D& Jbuynew 817 |74

iaSlall”J I“_;.f] @ e Fs K % |J WMicros...l %Netsca...l —4BuySp.. “#Cuslo_._ | N @(ﬂ%;z%ﬁﬂ L. 246 .22 PM

20. Make a list of the outstanding invoices and POs if you want to track their progress.
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“HOW TO”
USE VENDOR LOOKUP IN QBE MODE

The number of vendors in the system has grown so much that opening the Vendor Lookup Screen takes longer to load
than we would like. Therefore, the Vendor Lookup Screen will now open in QBE (Query By Example) Mode. The
following Samples show how to use this screen to the best advantage. In QBE mode you can insert "like" statements
so that the computer can retrieve data which look "like" the criteria you have selected.

1. Open the Vendor Lookup Screen. There are many ways to find the same information.

Column | Find Hext | * Stat from top I Ret. vendors
b " Full Match ,'; ﬁi{;,,‘l“(',’;,y
Type Ahead ==> I” Match Case Show Al
alb|c|d|e|t|a|h|i]i]k|1|m|n|a|p]a]c]s|t]|u]x|w]=|e|z| 1]2|2|2|5]|E|2]|8|2]0
Yendor 1D I Hame Short Hame Alternate ID | Active Ref. Add_rType FEl Humber I Phone
| =] | n( e
@ s = W
@ s = W
@ s = W
@ s = W
@ s = W
@ s = W
=] 2 = W
a a = W
a a = W
a a = W
=1 m m
Total Rows = 24 -
4 | _’l_l
G Sort | OBE DIif | Sare As | Save Data I Help | View
select Filter | Print | New | Clear Data I Cancel | SQL

2. If you wanted to find a vendor whose name is Johnson, but you don't know whether the name in the system starts
with Johnson (e.g., Johnson Controls or Howard Johnson, Inc.), type the name into the name field.

Column | Find Hext |  start from top I Ref. Vendors
[Hame =l [~ Full Match E ﬁj}&"z,,y
Type Ahead ==> [” Match Case Shaw Al
alble|d|e|f|a[n]i]i[k]!|m[n|e|p|al|s|t|u|x|w]x|e|z| 1]2|2]|4|5|8]|Z|2]3]0
Yendor 1D I Hame | Short Hame Alternate IDI Active Ref. Addr Type FEl Humber Phone 2
JOHNSON| =1
] |
] rr
S| -
S| rr-
=] m m N
@ m u W
] rr
S| -
S| rr-
=] m m N
=1 |l
Total Rows = 24 -
| | LlJ

Sort gee off | Saye As Save Data Help View
Filter Print I New Clear Data Cancel S5QL

Select
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3.

4.

Then click on the yellow "basketball" to the right of the field. The system will automatically insert a "like"
statement into the field and retrieve all names containing the characters you have entered. In the sample it is the

word "JOHNSON." Notice all of the variations of the word in the sample.

5Vendol Look Up [Data Loaded From Databasze] | x|
Column Eind Hext I Start from to I” Ref. vendors
|[Name Lll | I Full Match : F ek o
v Active Onby
Type Ahead ==> | I” Match Case Show All
a|b|e|d|e|t|a|n|i]i|k|t|m|n|o|e|a]c|=]|t]u|x]|w]=|e]z] 21]2]2|2]|5|c|z|2|2]|0
Yendor ID I Hame I Short Hame I Alternate IDI Active Ref. Addr Type FEl Humber I Phone =
¥ CELINE M JOHNSON [=] [CELINE M | el [l M
010250 E 2 JOHNSON GO @|Easomsonco | F M 050163900
012450 JELIZABETH JOHNSON 3| ELIZABETH JOHNE | | 2l R 37 326596
002416 JELWOOD M JOHNSOMN & ELWOOD M JOHNE | | 2 A T 35282179
000256 HOWWARD JOHNSOM INGC S| HOWARD JOHNSC | | 2l S T 50265695
lo0E401 HCWAARD JOHNSON NN @ | HowiaRD JOHNSC | | 2 A 56014060
no03a7 HOHNSOM & JOHMSON HEALTH CARE S¥S' @] NOHNSOM & JOHN | | 2l S 22765672
looo4o0 HOHNSON & WaLES UNVERSITY S| hoHnsom & walE | | 2 A T 50306206
010303 HOHMNSORM BASSIM & SHAW INC & boHNSOM BASSIM | |l O T 21405750
00401 HOHNSOM CONTROLS INC B3| hoHNSOM ConTR: | < E Im 90350010
010755 HOHMNSOM'S BOAT ¥ARD INC &\ boHNSON'S BoAT | F F [w 50466940
Total Rows = 21 -
4| | 3|
Sort QBE On Save As Save Data Help View
Select = -
Filter Print New Clear Data LCancel QL

If you know that the name begins with Johnson, you can just click on the green "J" button. The system will insert

a statement to retrieve all vendors whose name begins with "J."

=Vendm Look Up [Data Loaded From Database]

Column I Find Hext | = Start from top F g genlydors
. On
[Name | I Full Match Fltaoa
Type Ahead ==> [~ Match Case Shiow Al |

abcde fahijlk]l mpopgrstuywzxzyz 12345678370
Yendor ID I Hame Short Hame I Alternate I[II Active Ref. Addr Type FEl Humber I Phone ﬂ‘
jpovasa & & HANDY-CRAFTS INC S|ra & Ranpv-cre | F F m flizzsrsss
06452 1 & B SOFTVWARE INC @b & psoFTwaRE | F I w 32327305
007604 1 & G ENTERPRISES INC BV & GENTERFRIS | |2l i 50503219
001492 1 & G HOME IMPROEMENT INC & has HOME MPROS | |2 i 50396424
12152 1 & H AUTOMOTIVE SERVICE CTR INC @b aHauromotiy | F F m 50462253
| 1 & JMATERIALS CORP @|baamatEraLs | F F m 43176845
011359 & L LANDSCAPING CO INC @|baLLanpscep | |l i 42636996
005711 1 & M MCOWER INC B[V & b MOWER INC | |2l i 50411180
008767 /& R CONTRACTORS INC @b &R conTRACTC | F I m 50303710
0640 & R CONTRACTORS INC @b arconTrRacTC | 2l i 50303710
005929 1 & RINVENTORY SERY INC @b & RNVENTORY | F F m 20309089
Total Rows = 580 —
o | of
Sort QBE On Save As Save Data Help View
Select - -
Filter Print Hew Clear Data LCancel SQL
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5.

6.

To find Johnson companies you can scroll through the list or you can click into the "Type Ahead field." As you
enter each letter you will be brought closer to the name you are looking for.

=Vendol Look Up [Data Loaded From Databaze]
Column | Find Hext | = start from top F g :e;dors
. Onl
[Name =l ™ Full Match (o st
Type Ahead ==> | JOHNS [ Match Case Showal |
abcde Fahi jlk]l mnopagrstuywzxyz 123456788310
Yendor 1D I Hame I Short Hame IAIlerna(e IDI Active Ref. Addr Type FEl Humber I Phune;l

looss00 JOHNS HOPK VERSITY alE | ]
jooss7 [JOHNSON & JOHNSONHEALTH CARE 55 @|Rommsonadomi [ | [T [m
00400 HOHMZON & WALES UNIVERSITY 1@ | DOHNSON &ALk | iz i
10308 PIOHNMSOM BASSIN & SHAW NG @ PoHnson Bassik | F T w
00401 HOHNSON COMTROLS INC @ | HOHNSON CONTR | F F w
10755 HOHMION'S BOAT ¥ ARD NG @ DOHNSON'S BOAT | F E w
05559 boHNMSONS DL SERVICE @ borsons ol Sk | F T w
12043 HOHNSTOM ASPHALT LLC @ |HOHNSTON ASPH: | F F w
05812 HOHNSTON COMMUNITY CTR ASSOCIATION | HOHNSTON COMM | F E w
10547 POHMSTON HOSE CO MO 3 @ hoHnsToN HOSE | F T Iw
10538 HOHNSTON HOUSING AUTHORITY @ | HOHNSTON HOUS | F F w
Total Rows = 580
1| |
Sort OBE On Save As Save Data Help
Select = -
Filter Print Hew LClear Data LCancel

[2227B56T2

S0306206

21405780

90350010

IS0466940

50350635

43611317

IS0465973

30405192

50309474

View
SQL

If you want to retrieve all vendors, click on the "QBE Off" button at the bottom of the screen.

=Vendm Look Up

[Data Loaded From D atabase]

Column |

Find Hext

| [¥ Start from top

IName

Type Ahead ==> |

El

" Full Match

[~ Match Case

[~ Ref. Yendors

[~ Ref. Onhy

[v Active Only
Show Al

gupuhupwphuquqqqqqqqqqqqq1ppuumnggg

| __short Hame | Atternate ID| Active Ref. Addr Type _FEI Humber |

A<=
A3
EEEEEEEEEEE

Vendor ID I Hame
0118565 fi NATION TECHNOLOGY 3| ft NATION TECHNC |
000001 1145 MAIN ASSOCIATES 3| 1145 Mam 2550c |
003332 136 EXPRESS INC @3 1136 EXPRESZ INC |
010239 [ 46 SUPPLY CEMTER INC €3 | 145 SUPPLY CENT |
o7ozs 1776 LIQUORS LTD &3|f1778 LaUorRs LT |
012122 1890 HOUSE ASSOCIATES &3 | f1 530 HOUSE 55! |
006974 [20,20 WISION CARE INC @\ koo vision ca, |
| ST 15T CENTURY FOODS INC 3| 15T CEMTURY F |
000003 [233 RICHMOND STREET ASSOCIATES 3| 233 RICHMOND =T |
007031 [295 BEVERAGE HILL CORP @3 | 295 BEVERAGE HI |
000004 [5 COM CORPORATION 3|5 COM CORPORAT |
Total Rows = 13154
| |

Save Data

Select

Sort QBE On

Save As

Help

Filter Print

Mew

Clear Data

LCancel

59330881 2

Phone :I‘

50436512

50434565

42625280

50351527

5041 3605

20414237

F2TA0252

50411062

22335925

1942605794

View
SQL
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8.

If you want to find any vendor containing the name "JOHNSON" within the entire list you can enter the word

"JOHNSON" in the "Find Next" field and then click on the "Find Next" button. This will bring you to the first
vendor containing the name "JOHNSON." Each time you click the button the search will bring you to the next
vendor containing the name "JOHNSON."

=Vendol Look Up [Data Loaded From Database] E
Col : Firid Hi il Start from b I~ Ref. Vendors
IN olumn vI T I_ art rrom op I_ Ref.only
ame " Full Match % Active Onhy
Ul il == I” Match Case Show Al
alb|e|d|e|t|a|b|i]ik|1|m[n|o|p]a]c|s|t|u]x|x|x|e]|z] 1|2]2]|4|5|6|Z|2]|2|0
Vendor 10| Hame Short Hame | Alternate ID | Active Ref. Addr Type _FEI Humber | phone |

foosase [Ela UsA LTD SleEmusatm | |2l T F11504710

oa77z JCEILING PRO INT OF RIING B |kELnG PROINT | FF [m 50505646 |
05055 JCEMIC CoRP B |CEMIC CORP | F E m 50436081

jososs kELCcoLLe S|kELcoLLe [ F E [w S0518573

012083 JCELAMARK CORP 8| CELAMARK CORP | F F [w 427TBE563

00236 JCEL-BRO COMSTRUCTION CORPORATION @) ICEL-BRO COMSTR | 2l T 50405491

jo0g330 JeELINe, aLLEN =) | =T | F E [w 38568085

0 Cl =] j ‘ i

04448 JELLULAR ONE &|FECocerRoNE | = m 061157074

o331 [ELT corp @|FELT core | FF [m 43439923

|THEEE] JeEnt CORP @|FEncore I F E m 61019741

Total Rows = 13154 -
4 | 3
Sort BQBE On Saye As Save Data Help View
Select = =
Filter Print HNew LClear Data LCancel S5QL

If you want to find a vendor with a particular Tax ID Number, in the "Column" field in the upper left of the
screen, you can select the FEI Number. You can then select a beginning number from the green number buttons
and use the Type Ahead to find the correct vendor.

Page 4 of 6



=Vendo| Look Up [Data Loaded From Database] E

Column | Find Hext | = start from top l': g gz“'yd“rs
|m = " Full Match v Active only
L = I” Match Case Show Al
P ili]k|t|m[n|a|n|a|]s|t|u]v|w|«|e|z] 1]|2|3]2]5|6|Z]8[3]a
g:'ﬂﬂ Name Hame Short Hame | Alternate ID| Active Ref. Addr Type _FEI Humber | Phone *
Vendor ID 7]
ZIP — @
@ rr
=1 m m N
=1 m m N
] rr -
9 a = W
8 Fr -
o rr
o rr
=] a2 = W
8 m
Total Rows = 24 -
J! | e

Sort OBE OfF Save As Save Data Help View
Filter Print Hew LClear Data Lancel SQL

Select

9. If you want to find a local office, type "RI" in the "state" field of the address. Click on the QBE Off button. The
system will retrieve only RI vendors. You can then click on the City column header button to sort alphabetically
by city.

= Vendor Look Up  (Data Loaded From Database) E
Col Find Hext = T Ref. vendors
olumn | Find He: | = start from top | G
[Name = ™ Full Maich % Active only
Type Ahead —=> [ Match Case Showal |

al|b|c|d|e|f|a|b]i|i]|k|1|m|n|e|e|a]s]s]t|u]=|n|=]|e]z] 1]2|3|2|5|8]|2|8|2]0]|

Sort | QBE On | Save As | Save Data | Help | [

Select I

Filter Print | New | Clear Data | Cancel | _SQL

10. Anytime you have retrieved data you can then print the results. Click on the Print button at the bottom of the
screen. You can preview the data or print.
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5Vendor Look Up [Data Loaded From Database]

Column | Find Hext | ¥ Start from top [ Ref. vendors

[Nams = [~ Ref. Onty
" Full Match [V Active Onhy

Type Ahead ==> I Match Case S how Al

a|lblc|d|e|f[aln|i|i|k]1|m|n|e|o]a]c|s|t|ulx|n|=|e]z] 1|2]|2|2|s|6|z|e|2]0
\IendorIDI Hame I

Short Hame Alternate IDI Active Ref. Addr Type FEl Humber I
0. TEWAY 2000 46 2
ATEWEY ACCES = Tl 460455573
0o07ss GATEALY COMMUNTY INDUSTRIES IMC @3 | GATEMAY COMMI Il (] ] 141455757
007 e GATEAAY COMPARES IMC @ FATEWAY COMP |7 I_ 1] 460431393
001345 GATEWAY HARDWARE | 042151949
poaszv CATEARY CUTDOOR AL g or [ClientyHCHRISTTRVHP Lassret 4000 T POL 6 on MeOD: 23043087
011018 GATEAAY WOODSIDE IR 934653473
oo1E19 GaTEMEYS TO CHanGE  Copies: |1 050465333
Frint A ange:
Al
i Selected I
Total Rows = § (u] 4 | Prewiewm Cancel
4 I T LI
Sort QBE On Save As Save Data Help View
Select -
Filter | Print Hew LClear Data LCancel 500

11. This report will automatically print in portrait layout. You can select print options to change the page orientation

to landscape and the paper size to legal. However, due to the Citrix software some printers do not print correctly.
Contact the Technical Support staff if you have a problem.
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“HOW TO”
RECEIVE GOODS

To record a receipt a PO must be at least in PO Sent OR Partial Receipt status. Once a PO is in Complete Receipt status you
cannot receive more than what was ordered. However, if a Change Order is issued to increase the line item quantity or to
add new line items, the status of the PO will change to Partial Receipt and new receipts can be created.

The following instructions are for when you are recording multiple receipts and/or making multiple payments. If you are
not making multiple payments, the easiest way to record receipts is to "Quick Pay" your invoice. Remember that when you

"Quick Pay" the invoice is automatically marked "Final Pay" and the system records all Receipts as "Complete" and closes
the PO.

NOTE: There is a revised Receiving Screen which will be easier to work with because it shows both the data item number
and the print sequence number of a line item. In addition, the receipts are in numerical order for each line item so it will be
easier to copy and create the next receipt.

1. Below is a sample PO. Notice the line item and print sequence numbers.

&= BuySpeed B 0 v a8 | = | | G = TE T

File Edit Topics LUtiites “iew ‘window Help

E:-H:G £-8:.4a3a-8B: 29

Mew Req Open Reg Reparting In-Box Text Pre Syekem Stk HelpTopics  Exit

5 B @ W6 - B B ) & " - B 5

Privt  aber Print Sec  Sine List Editor  Shaw ltems Locate/Copy  Status FHG Inf. Buote Cue

= (DPEN MARKET) Document Manager (PO - 72A00261665-0) !IEE{

Purchase

RIDE MAIN OFFICE
255 WESTMINSTER ST, 6TH FLOOR

order

: PO Hbr: F2ADDZE1665 PROVIDENCE n 02903
. Description: HOW TO RECEIVE )
' Department: [ELEMENTARY AND SECONDARY EDUC] <] (¢ ) - |
Fl,'sca:"rearf e Lkt i RIDE OFFICE OF FINANCE Vendor|
i urenaser: dd e Kl 255 WESTMINSTER STREET
RetualCost: BH05010N bl ProVIDENCE M 02003
i wendor:poooot V-P- Hy |;
! Q,:lil 1145 MAIN ASSOCIATES ) - s p

tem | |Prt.Seq. Description Quantity | UOM | Unit Cost Total Freight
1 1.oo0EgkTUre 10.00EA, 25.00 250,00 | 0.00)
2 [  zoooEgmoRE STUFF 20.00[EA, 30.00 $600 00 | 0.00
3 [ aoooBglecoimonal STUFF 30 00[EA, ano0| 51 20000 000
Total Items 52 050.00]

General | Items |Address | Nokes | Routing |Account\ng | (g Drder | Contral | Custom SN

| Current header status [7KMCO00 [1 Msgls]  [DA [bupnew 817 [72a

§ﬁ5lall|” Iﬁ @ e E; K ﬁ “ 3 Group... I %NEISE&. | T Micros. "#Huys___ ‘@@éggﬁyﬂ ST Pas 349PM

2. To create the first receipt for a PO, open a blank Receiving Screen. Either enter the PO and Release Number or, if you
don't know the PO and Release number, use the "Lookup" screen to locate the document. When in the "QBE" mode
(query by example) use as many criteria (information in a data field) as you can to narrow the number of documents
retrieved from your search. Since this is the first receipt to be created, enter a PO status of 3PS (Purchase Order Sent)
and a portion of the PO Header Description or other appropriate criteria.

To search for a portion of the data in a field type the word LIKE followed by a single quote, a % sign (wild card), the

part of the data you want, followed by a % sign, followed by a single quote. SAMPLE. LIKE'%YHOW TO%' in the
description field or LIKE'72A%' in the PO number field.

If you are receiving against a blanket release and you don't want to see the Blanket Master, enter >0 in the Release
Number field. If you know your release is greater than 5 enter >5.

Once you have entered your criteria, click on the "QBE Off" button at the bottom of the screen. One or more POs will

be listed. Either double-click on the one you want or highlight it and click on the "Select" button at the bottom of the
screen.
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=Pulchase Order HNumbers

[Data Loaded From Database] [ |
Column | Find Hext | ¥ Start from top go"'hlec":':m':"
| =l I Full Match oo
Type Ahead ==> " Match Case Show Al
o] < e[ 1[a]8 i [{ 61 [m[s[s[o]s[:[st[s[[=[s[+]z] 1[2[3[4]5[s]z[s[20
Department: ELEMENTARY AND SECONDARY |
Purchase Order Rel Description m
F'QADD2E1 664 - FO\N TO RECEIVE I I EPS [ 143 MAIN ASSOCIATES

Select

Sort

QEBE On

Save As

Save Data

Help

View

Filter

FPrint

Hew

Clear Data

LCancel

SQL

If you want to find the PO by Vendor, you must know the vendor number. To find that number, before you use the PO

3.

Lookup, while in the blank Receipts screen, select Lookups from the Toolbar or Topics menus or use the Ctrl+Sft+L

keyboard combination to get the Lookup menu.

= BuySpeed 8| 52| o7 38| =1| | 5| = W21
Edit Topicz Ltlties “ew ‘Window Help

- - 4 s B o 49 =

Mew Rieq Op<nReq Reparting In-Bio Text Process  SystemStat  Help Topics Exit

B H E W . 72 Y R = W o 0

Recy. Al Sare Prlocument Tre fumen Gt Copy Pazte Clar  SelectAll  Undo Find Replice  Closs

= Purchase Order Re &

Reminders

# -

] Fepning 'I'

|P0 Hbr: a P

Description: Rt Archive T

Department: o

Location: peed Internet g

Purchaser:

£ "

Actual Cost: z D
Eid Tab

Vendor: 1]

Description

Freight

Look-Ups

alg Loak-Ups
NavigaEI:lor

Distribute Freight .00 Receive All

I Receiving Report | Payment ¥Youcher I

PO Header | PO Item Receipts | Receipt Notes @Heceip[s

|Select a report from a list of all standard reports

[72KME000 1 Magfs)

D& Jbuy new 1.7 [72a

iﬂﬁlalll“ = @ FS PR ER |J 3 Group... | ﬁNetsca...l ¥ Micios... ||4Buy5...

INBR B 5602 = =< Bse 413PM

Select Vendor Lookup. Once you have obtained the Vendor Number you can use it to find the right Purchase Order.
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5.

B 7| 58| =S5 2 iEE

Fle Topics Utiities Wiew ‘wWindow Help

B EB. &2  @a. o B @9 3
Hew Fieg Open Fieg Look-Ups In-Box TextProcess  System $tat  HelpTopics  Exit
B i« 4 » M
Have bz Prit  FirstPage  PriorPage  MextPage  LastPage  Close
% Look-Up Selection List [_ O]
Look-Up Namel Look-Up Description | LI
LOCATION Location Look Up
OBJOFEXP 0Object of Expenditure Look Up
POHUMBER Purchase Order Humbers
PURCHASERS Purchaser ! Buyer Look Up
QUOTELKUP GQuote Look-Up
REQLKUP Requisition Look Up
STDTEXTL Standard Text Look Up
STKHOBIN Stock Humber Bin Look Up
SYSUSERS System User Look Up
TARRATEL Tax Rate Look Up
VEHDORLO Yendor Look Up
=
|Ready |F2KMCO0D |1 Msals]  [DA [buy new 817 [72n

iﬁstaﬂlu I“_;;] m g F}g K ﬁ H Qﬁmup... | %Netsca..l T Micros.. II%HWS... | @@’ﬁﬁﬁﬂ j&@ﬁ 418 PM

Once the PO has been selected (remember if you enter the number directly you must tab out of the field) a message will

appear, telling you that there are no receipts for the po and asking if you want to create receipts. Select the "yes"

Edit Topics Utilities  “iew ‘window Help

B - B - Bl - 8 - @ < B o &5

New Req Open Req Laok-Lps In-Box TextProcess  SpstemStat  HelpTopics  Exit
Hh E B & 2 7 W =2 W @ 0
Reci. Al Fuve Print  fizeDocumen  Duk Copy Paste Cler  Scleck Al Unde Find Rephce Cloze
% Purchase Order Receipts O] x|
Purchase P
Order Receipt [Prirted or EDled £ ien]
Description: HOW TO RECEIVE
Department: ELEMENTARY AHD SECONDARY
Location: DOE.MAIN OTCes -
Purchaser: Purchase Order Receipts E
Actual Cost: $2,050.00 .
o 11;5 e Mo receipts have been recorded for this purchase arder. Do pou want to create receipts
IR for purchase order items?
Po em | Rept — —
e Ho | Cancel |
Distribute Freight oo Receive All I Receiving Report I Payment Youcher I
PO Header | PO Item Receipts | Receipt Mates @Rgceip[s
|Purchase order rumber [F2KMC000 1 Msgls]  [DA [buy new 817 [724

iﬁstall”J I‘_;;ﬂ :ﬂ E F§§ K ﬁ |J W Group... | ﬁNetsca...l T Micros... "—J‘Buyﬁ... |@<ﬂ%§£ﬁﬁﬂ j&@ﬁ 429 PM

Once you have selected "yes" the system will tell you how many lines have been created.

button. NOTE: Anytime you add a line item the system will ask you if you want to create a receipt. You must always
say "YES" or your invoices will not show the line items and you will be unable to pay.

2oy 35| =] S| G| - TE ]
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6.

7.

=Buy5peed
Edit Topice Utilties Wiew ‘Window Help

= [IE g PSRN 1Y) ] S E S

El:-H: G S - @.@ "5 & -

HelpTopics  Exit

New Feq OpenFieq Laok-Ups In-Biox TextProcess  System Stat
B H E & 72 v W = 0 5
Racy. A1l Tavs Print  fizeDocumen  Cut Copy Pacte Clear  Selectall  Undo Find Riphics Clazs
= Purchase Order Receipts M =] B3
Purchase
Order Receipt
wlpo Hbr: [F2A00261668 b
Description: HOW TO RECEIVE
Department: ELEMEHTARY AHD SECONDARY
Location: DOE.MAIN OFFICE =
Purchaser: fRecEint ]
Actual Cost: $2,050.00 i
Vendor: 1145 MAIN ASSOCIATES 00001 @ There were 3 row(s] created.
Print Po ltem| Rept Description
[Seq. # #
Distiibute Freight .00 Receive All I Receiving Report | Payment Youcher I
PO Header | PO Itern Receipts | Receipt Notes @Heceipls
|Purchase order number [72KkMC000 [1 Megls]  [DA [buy new 81.7 |72

iaSlall”J I‘_;ﬂ @ a Fs K % |J ¥ Group... | %Netsca...l B Micros... ”%Buys... HT@@%%%@H j‘k@ﬁ 4:38 PM

In the sample see that the PO and Receipt data line items and print sequences both appear.

5| ] 35| =1 &) 5| = TETX

Edit Topics Utlites ‘Yiew ‘wWindow Help

|Purchase order number

B s =& =& = - F - 0 5
Mew Req Open Feq Lock-Ups In-Biox TextProcess  SystemStat  HolpTopics  Exit
fh H = oh 2 v B = @ o [
Frecy. Al Save Print  fieDocumen  Cut Copy Paste Cloar  Select All Undo Find Repluce Claze
I Purchase Order Receipts for PO [72A00261665.0) =l
Purchase _ BN RIDE MAIN OFFICE
(Ut T 'I' 255 WESTMINSTER 5T, 6TH FLOOR
dV‘lPO Hbr: : 72A00261665 p PROVIDEHCE ] 02903
Description: HOW TO RECEIVE
Department: ELEMENTARY AHD SECOHDARY o LI
Location: DOE.MAIN OFFICE L 20 WESTMINSTER ST
Purchaser:
Actual Cost: $2,050.00 f i) PROVIDENCE Rl 02903
Vendor: 1145 MAIN ASSOCIATES 000001
Description Oty Ordered | Received Freight
Distribute Freight .00 Receive All | Receiving Report | Payment Youcher |
PO Header | PO Item Receipts | Feceipt Maotes @ Receipts
[72kMC000 [ Msgls]  [DA [buy new 8.1.7 [72a

iaﬁlall”J I"_;.f] @ g F§ K ﬁ |J BiGroup.. | %Netsca...l ¥ Micros. .. ”%Buys_.. |

NE (5265 2 m 55 $ac 4.40PM

Enter the quantity received for each line item. At this point you can save. Once you save, notice that the PO Status at
the top left of the screen has changed from PO Sent to Partial Receipt.
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)5S =2 S| = IEE

Edit Topics Utilities Yiew Window Help

s - g B .5 9 ¥
NewReq  OpenPeq  LookUps InBox  TextProcess  SysemStot  HepTopies  Exit
B H | E & 2 - R =2 A @
Rocr il Swe Print  ieDocumen  Cut Capy Paste Clar  Selectall  Unds Find Ruplace  Clase
B Purchase Order Receipts for PO (72A00261665.0) [_[O] <]
Purchase  pree RIDE MAIN OFFICE
QussHecapt 255 WESTMIHSTER 5T, 6TH FLOOR
@|Po tibr: T2A00261665 ] PROVIDENCE Rl 02903
Description: HOW TO RECEIVE
Department: ELEMENTARY AND SECONDARY Cr -
Location: DOE.MAIN OFFICE O AVESTRANSTERET!
Purchaser:
Actual Cost: $2,050.00 / PROVIDENCE ] 02903
Vendor: 1145 MAIN ASSOCIATES 000001
Distiibute Freight 00 Receive All | Receiving Report | Payment Youcher |
PO Header | FO Item Receipts | Receipt Motes @Rgcgip[s
|Gawe Guccessful [F2KMED00 [1 Magls]l  [D& Jbuw new 8.1.7 [724

il Start “ = 2 @ FS R B “ 3 Group... | ﬁNelsca..l T Micros... ||%Bu_v5... |®<ﬂ%§£ﬁﬁﬂ £ " e 452PM

If you want to log a payment immediately click on the triangle at the right of a line item. This will bring you to the line
item detail screen. Although not required, it is suggested that you enter the invoice number associated with the receipt
for tracking purposes. Notice that the system has entered a received date equal to the date the receipt was created. You
can change the date to the real received date if you wish but it is not necessary.

=Buy5peed - IW XI%I@ HEE
Edit Topics Utlties View ‘Window Help
. A 8 &8 &= B @ §
Mew Req Open Req Look-Ups In-Box TewtProcsss  SystemStat  Help Tepice Exit
25 = & & B2 & 3 © ] 3 0
Feci. A1l Save Print umen Cut Copy Pazte Ol SclectAll  Undo Find Replce  Close
= Purchase Drder Receipts for PO (72A00261665,0) M=l E3
[ ttem I Quantity i uom I Freight ] -l
PO Receipt Purchased Received Purchased Received PO Receipt
[ 2 [ 20| 5.00000 | Each[En [~ s0.00 | $0.00
Status: PO Partial Receipt Log Inve. Ilnuuil:e: HOWTORCW1
Location: | DOE.MAIN OFFICE vI Pyt VOU@he"I
Date Received: Fizmsrzuns 0443 PM Em User Last Update: EZKMCI]III]
Date Last Update: 04/13/2003 4:43 PM
Hem MORE STUFF
Description:
Item 2 of 3 k|
PO Header PO Item Receipts | Receipt Notes IE |W
|Fieady [F2kMC000 |1 Msgls) D& [buy new81.7 [72a

iﬂSlalt"

J A& KR |J B Group... | [FR Netsca.. | T Micros... II_J,HuyS,,, |@<E|—§£i%ﬁﬂ 5 R T 457 PM

To copy the invoice number from one item to the other, highlight the invoice number, hit the Ctrl+C (copy) keyboard
combination, scroll or page down to the next item you want, hit the Ctrl+V (paste) keyboard combination in each

appropriate line item. Then save.
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9. To pay the invoice, click on the yellow "Log Invoice" button. This will bring you to the Invoice entry screen. Notice
that the correct PO and Release Number are already entered into the invoice. If you have entered the invoice number in
the Receipts screen and copied it, you can click into the Invoice Number screen and hit the Ctrl+V keyboard
combination to enter it into the invoice screen.

= BuySpeed | 53| o o | 1= B | G| s TSI
Fle Edt Topics Utiities Wiew Window Help
-8 - 8. - -8B . e &
NewPeq  OpenReq  LookUps Box  TetProcess  fystamdtst  HolpTopies  Exit
= =] ¥ B <3 3 7 14 4 > M ]
S Print cut Copy Paste Claar  Selectall  Undo  FirstPage PriorPage MewtPage LostPage  Close
B= Invoice Entry [_[O] x]
.= # Header |.Lines |.Accounting |Nmes | Mevy Invoice: | Look-Up Invoice | =
B Invoice Hbr: | HOWTORCV Handling Code: [Mail To endor || B
g Cancel | Invoice Status: Jnvoice In Progress Payment Terms: | -E
= [£)| nvoice ¢ Eff Dates fo4/132005  foart 22003 Payment Discount: 0% [ Supervisor Attention I ]
B Invoice Type: | way matching Paid - Bank/Check: | [
Invoice Amt: 000 How |Payment Date: Esm 12003 Requires Dept. Approvalk: [+ =
ouickPay: [~ FinalPay Al [~ Dept. Approval | Date: | User ID: | :
2 @[ P.o. rRethbr: r2a0061665 3 P.0. Description: | 1
P.0. Amount: $2,050.00 Click Here to Add / Edit or View
Remaining To Invoice: §2,050.00 Retainage, Misc Charges or Freight
Buyer:
o : o000t Addi Grp: 01
Entered B f2hc0m0 VE“dDFr :umTTI;. ']5048591 2 Shr:(s: - ']1 45 MAIN ASSOC
ederal ID: |0 ort Hame: [i
Updated By: [72khicon0
. ——— Vendor Hame: [1145 MAIN ASSOCIATES
ered Date: -
mit [F0 WESTMINSTER 5T
Updated Date: 4132003 ﬁg PROVIDENCE R 02903 ROTE.

|Ready [F2KMC000 [1 Msalsl DA Jbuy new 817 [7aa

i3l Start “ 3 2 @ F> K IR H I Group... | Bl Netsca | ¥ Micros... ||4‘Buy5,,, \@@;}{Qﬁ 5584 B507PM

10. To record multiple receipts to the same line item, highlight the most recent receipt line for a line item and then click on
the "copy" icon in the field to the right of the Receipt Number field. You will get a message asking if you want to
create another receipt for the line item. (This gives you a chance to check to make sure you are creating the receipt for
the correct line item. If you need to escape click on the "cancel” button and the copy procedure will abort.) If you
select the "yes" button a copy of the line item will appear with 0 quantity received. Notice that the sample now has two
line item 2's. Each receipt for a line item will have an automatically assigned number. They will appear in numerical

order in the receipt screen. When creating new receipts ALWAYS select the last (highest number) receipt for a line
item.

Eowsoos — L JESRIEN s
Edit Topics Utilities Yiew ‘wWindow Help

- -8 -68- @ - 8. 4

Maw Feq Open Req Feporting In-Boz TantProcess  System$tat  Help Topics Exit

Lh H B & 2 < B 2 B w [

RBeacy. Al Fave Print size Documen Cut Copy Paste Clear Select &l Unde Find Replace Clace
B Purchase Order Receipts for PO [72A00261665,0) [_ O]

Purchase

. RIDE MAIN OFFICE
Order Receipt 255 WESTMINSTER ST, 6TH FLOOR

#lpo Hor: ] PROVIDENCE R 02903
Description: HOW TO RECEIVE
Department: ELEMEHTARY AND SECOHDAR}
Location: DOE.MAIH OFFICE

() -

20 WESTMINSTER ST

Purchaser: g
Actual Cost: $2,050.00 . # PROVIDENCE Rl 02903
Vendor: 1145 MAIH ASSOCIATES 000001

B I
Description 1 Freight

ﬁ -mE‘E b
TUFF i

TUFF | ofl

>

ADDITIONAL STUFF

Distribute Freight .00 Receive All | Receiving Report | Payment Voucher |
PO Header | PO Item Receipts | Receipt Mates
[Ready [72KMEOO0 [1 Msgls] |0 [buyrews.1.7 [F2a

HAsan| | A E R E || @b | BNesa | mrioe: [[Zews.. NS 2REL = 2% Doe s

11. Click on the triangle to the right of the "freight" field for the receipt you just created. This will bring you to the item
detail screen. Enter the received quantity in the "received" field.
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12.  Notice that the date received was copied from the previous receipt but the invoice number was not. To change the date
you can either enter the correct date or use the system calendar. Click on the calendar to the right of the date received
field. Notice that it defaults to today's date. To enter a date in the field, select a date and double-click on it. Repeat for
each receipt. You can use the Ctrl+C keyboard to copy the date from one new receipt to another. However, if there are

a lot of receipts and line items it is easy to make mistakes, so be careful.

=Huy5peed =[51x]
Edit Topics Utiities iew ‘window Help
El - H & - 8 @& . 5 &
Hew Freq Open Freq Reparting In-Biox TextProcess  Systemtt  HolpTapics  Exit
B H B & n > B o 4 W
Precy, &l Swe Print  jizcDocumen  Cut Capy Pazte Clar  Sthectdll Undo Find Roplacs  Close
= Purchase Drder Receipts for PO (72A00261665.0) 9 [=] E3
[ tem [ Quantity ][ UOM 11 Freight ] =l
PO Receipt Purchased Received Purchased Received PO Receipt
[ 2 [ 2 | 20| 5.00000 | Each[En [~ $0.00 | $0.00
Status: PO Partial Receipt Log Inve. |Inwoice:
Location: [ DOE.MAIH OFFICE | Pymt Voucher:
Date Received: F-Ml1.l‘2lll]311:59 PM Em User Last U [y I
Date Last U
“ April2003 = =
tem MORE STUFF
Deseription: Sw Mo Tw We Th Fr 5a
123 4
6 7 8 910 11 12
[i3 14 15 16 17 18 18
20 21 22 23 24 25 26
27 28 29 30
Todsy's Date
e 3 of 4 Add 0 days to date ﬂ
PO Header PO Item Receipts | Receipt Nates
[F2KMC000 [1 Msals) DA Jouy new 817 23

| Ready

iaﬁlall"J = @ B R ER “ X Group... I T Micros... | ﬁNetsca...“#BuyS___ |§><ﬂ§§£ﬁﬁﬂ =L vl

13. You can enter the invoice number at the same time you are entering the receipt date.

= BuySpeed JHF= E3
Edit Topics Utiites View 'window Help
= - M5 ® o
Hew Req Open Req Reparting In-Biox Exit
L B B2 & 2 2 W = A g O
Bcy. 411 sare Print  ilaeDocumen  Cut Capy Fazts Clar  Sclectall  Unda Find Feplace Cloza
= Purchase Order Receipts for PO (72A00261665.0) M=l E3
[ Ttem [ Quantity i uoM [ Freight ] ]
PO Receipt Purchased Received Purchased Received PO Receipt
|2 [ 2 | 20| 5.00000 | Each[Ea  [-]| $0.00 | $0.00
Status: PO Partial Receipt Log Invc. Ilnuuice: HOWTORCW2
Location: [DOE.MAIN OFFICE | Pymt Youcher:
Date Received: i 413/2003 11:59 PM Em User Last Update: 7oKMCO00
Date Last Update: 04/13/2003 7:25 PM
Kem MORE STUFF
Description:
Hftem 3 of 4 =l
POHeader PO Item Receipts | Receipt Motes IE |W
[72kMco00 [ Msalsl D& [buy new 817 73

|Headp

iﬁﬁlalll“ M@ RS R E H & Group... | T Micros. | ﬁ%Nelsca".“%HuyS___ ‘@@(—;{ﬁyﬂ 2 D T24PM

14. If you want to review all of the receipts, from the Receipts Tab, click on the "Receiving Report" button. The following
screen will appear. Notice that there are multiple dates. If you click on the "preview" button you will see the

following. If you select "print" you will get a hard copy.
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Zoom:
Zoom 25% (~ Zoom 50%( Zoom 75% * zoom 1005+ | ==<| 90 ==| | 4|P| Ruler | sove as| cancel |

|»

413/2003 STATE OF RHODE ISLAND AND PROYVIDENCE PLANTATIONS Page 1 of 1
PURCHASE ORDER RECEIVIHG REPORT

PO MO: TZAN0ZE1EES INVDICE: |5TATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
RIDE OFFICE OF FINONEE

) 255 WESTMINSTER STREET
GACAOATE 0312003 PROVIDENCE Rl 02903

Wendor Murnber: 0000041
1145 MAIN 03SOCIATES
20 WESTMINSTER 5T
PROVIDENCE R 02303 DESTINATION: |$TATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
RIDE MAIN OFFICE

255 WESTMINSTER $T, 6TH FLOOR

PROVIDENCE Rl 02303

ITEM DESCRIPTION RECEIFT ORDER RECENMED RECEINMED RECEIVED RECEIVED
ITEM ID QUANTITY QUANTITY oM DATE EY
10 STUFF 1 10 o EA T2EMCO00

ttemn Location: DOE.MAIN OFFICE
lIn=hinned Duantite = 10

2.0 MORE STUFF 1 it} El Ef 040172002 72KMCODD
ftem Location: DOEM&IN OFFICE
lIn=hinned Duartite = 4

.0 MORESTUFF 2 20 5 EA D4/13/2003  TZEMCOOD
teem Location: DOEM&AM OFFICE
linshinned Duartit = <

10 MORESTUFF 3 20 i EA D18/2003  T2EMCOOD
ttemn Location: DOE.MAIN OFFICE
lIn=hinned Duartite = 4

3.0  ADDITIONAL STUFF 1 20 10 EA 0401/2003  72KMCODD _I

Notice that there are three different receiving dates for item two and the system reports that of the 20 ordered there is an
unshipped quantity of 4 (20-5-5-6=4).

15. If you want to print the receiving report related to the invoice you are submitting, enter the date(s) of the receipts in
"selected date" field.

BuySpeed E&l%l@l
Edt Topics Utities Yiew Window Help

EH - FH & -8 - &6 - § . @ 5§

WewReq  OpmReq  Repomtivg  IeBox  TextProciss  fydom®s  HepTopice  Exit
E E ¥ 2 2 WM 2 0 g 5

Bacy. Al Save Frint. ocumen Cut Copy Pazte Clear Takect All Unde Find Replace Claze

urchase Drder Receipts for PO [72A00261665.0) =10 ]
Purchase

Order Receipt

P or: frononzstess :

Description: HOW TO RECEIVE Printer: [Client'HCHRISTY#YHP Laserlet 4000 T PCL 6 on Ne00
Department: ELEMENTARY AND SE |

Location: DOEMAIN OFFICE Print W atermark. Copies [Change Orders Only)

Purchaser: I~ | Fiint watermar Copies BiioRh [

Actual Cost: $2,050.00

Vendor: 1145 MAIN ASSOCIAT — it Bange / Copies Receipt Dates _[Key in a receipt date]
4172003 Selected Date
B 41312003 mm/dd/ypyy
Copies: [1 4182003 04/18/2002
Add Addiional Fiter |
Ok I Prewiew | Cancel | Dptions |
bute 00 Receive Al | Receiving Report | Payment Youcher |
PO Hesder | POltemRecepls | RecsiptNote: [l s
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STATE OF RHODE ISLAND AND PROYIDENCE PLANTATIONS Page 1071
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GETTING TO THE RECEIPTS SCREEN
1. There are three ways to get to the blank Receiving Screen.

¢ From the Navigator in "home" position, click on the Receipts button.
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¢ From any screen you can select Receipts from the Toolbar or Topics Dropdown menus to open the Receipts screen.
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Receiving is readily available even from the invoice screen. Remember, you can use the toolbar in ANY document
screen.
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¢ From a Purchase Order in Partial or Complete Receipt, when you click on any "PR" or "CR" in the field next to the
print sequence number, you are automatically brought to the Receipts Screen for that PO.
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